BY ORDER OF THE CHIEF,
NATIONAL GUARD BUREAU

AIR NATIONAL GUARD INSTRUCTION 36-3201
4 MAY 1995

PERSONNEL

AIR NATIONAL GUARD SEPARATIONS DOCUMENTS

This instruction applies to all officers and enlisted members of the Air National Guard. This instruction establishes
procedures and constitutes authority for the preparation and disposition of separation documents for members of

the Air National Guard. It implements AFPD 36-32.
SUMMARY OF CHANGES

This is the first publication of ANGI 36-3201.

Chapter 1

Preparation and Disposition of NGB Form 22, Report of Separation/Discharge and Record of Service, and
NGB Form 22A, Correction to NGB Form 22

1.1. General Instructions. NGB Form 22 will be
prepared for all separations and discharges from the
ANG with the exception of minority (enlistment at
or under age seventeen), or deaths. The form is
governed by the Privacy Act of 1974,

1.2, NGB Form 22 Distribution. Original to the
member, copy two to the member upon request, copy
three 10 the Field Record Group, and copy four to the
State Adjutant General.

1.3. Preparation of NGB Form 22:

1.3.1. Enter all entrics on the NGB Form 22
(attachment 1) except the signature. Record all dates
in numerical fashion in Blocks 4, 6, 7, 11, and 17b
(Example 830518). For other blocks which require a
date, record as shown in sample NGB Form 22.
Place one row of diagonals under the last entry in
Blocks 9, 12, 13, 15, and 18. If there is no room
under the last entry in any of these blocks (i.e., the
space is filled), a row of diagonals is not required. If
the entry in blocks 12, 13, 15, or 18 is complete
without filling an entire line (or if these blocks are
continued using a "Continuation Sheet"), enter
diagonals to fill the remainer of the line. If the space
allowed for entries in Blocks 12, 13, 15, and 18 is
too small for the required data, enter as much as
possible, and note that it is continued in Block 18.
For each entry continued in Block 18, enter "Block
12, 13, or 15", and continue to follow instructions
for the applicable block. If still more space is needed,
continue on plain white bond paper. See format for
the "Continuation Sheet” (attachment 2). Every
block must have an entry. If a block is not

applicable, or if no information is to be entered, type
"NA" in the block.
1.3.2. NGB Form 22 is self explanatory with the
following exceptions:
1.3.2.1. Heading. AND AS A RESERVE OF THE
enter “Air Force” if a concurrent
discharge; i.e., no transfer to USAFR. If separation
is from State only, line through and initial entry.
1.3.2.2. Block 2. Indicate Component and
Department as follows: "Air Force ANGUS".
1.3.2.3. Block 5a. Enter grade held at separation, in
abbreviation form. (Example SMSgt or MSgt).
1.3.2.4. Block 5b. Enter the equivalent numerical
rating for the grade shown in block 5a (Example E8
or E7).
1.3.2.5. Block 9. If separated from the ANG and
concurrently discharged as a Reserve of the Air
Force enter "NA". If transferred to the USAF
Reserve, show unit of assignment and the Reserve
section. (Example: ARPC/NNRPS, RD, Denver, CO
80280). For members placed on the Temporary
Disabled Retirement List (TDRL), enter
ARPC/NARS, NA, Denver, CO 80280. If transferred
from one State ANG to another, enter new State and
unit of assignment. If transferred to another active
duty or Reserve component of the armed forces,
enter component.
1.3.2.6. Block 10a. Enter total service completed
during the period for which the form is being issued.
Service is not creditable for time spent in an
enlistment that is determined to be fraudulent and is
specifically terminated by reason of fraud.
1.3.2.7. Block 10b. Prior Reserve Component
Service. Any prior enlistments which were in a
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1.3.2.7. Block 10b. Prior Reserve Component
Service. Any prior enlistments which were in a
Reserve component, including any active duty tours
performed while in that component.

1.3.2.7. Block 10c. Prior Federal Active Service.
Any enlistment a member had, serving in a regular
military component.

1.3.2.8. Block 10d. Blocks 10a, 10b, and 10c will
be totaled in this block.

1.3.2.9. Block 12. List formal in-service training
courses successfully completed during the period.
Omit only training courses for combat skills. Do not
include any courses of less than 40 hours duration.
Include Professional Military Education by
correspondence through the Extension Course
Institute and ANG-sponsored formal training
(example: AMS or NCO Academy at PMEC). After
course title, enter completion date. Indicate method
of completion: (R) for Residence, (C) for
Correspondence, and (S) for Seminar programs. For
all courses, show in-residence course length. Use
titles and abbreviations (Example: Fire Protection
Craftsman, Dec 94, (R), 2 weeks), to include basic
military training,

1.3.2.10. Block 13. Enter PAFSC and all additional
AFSCs in which the member served for one or more
years during period of report. In each AFSC, show
only the highest skill level in which duty was
performed. For PAFSC, give the title with the year,
month and day AFSC was awarded, all additional
AFSCs, just give the title. Include currently held
Special Duty Identifiers (SDIs) and Reporting
Identifiers (RIs), except do not use RIs 9P000,
9A200, 9A100, 9J000 as these are not authorized for
reporting as AFSCs.

1.3.2.11. Block 18. Insert the following:

1.3.2.11.1, FSC, Blood Type , and aptitude test
scores (to include AFQT and type of test
administered).

1.3.2.11.2. Enter the following statement if mem-
ber's MSO is not completed: "Airman has completed
years, months, and _ days
toward obligation.

1.3.2.11.3. The following statements are required if
eligible for Reserve Transition Assistance Program
(RTAP):

1.3.2.11.4. If individual has over 1 year but less
than 6 years’ service include:

1.3.2.11.4.1. I acknowledge that I am eligible for 2
years’ base exchange (BX) and limited commissary
privileges.

1.3.2.11.4.2, Reserve Transition Assistance Pro-
gram (RTAP) Code ___.

1.3.2.11.4.3. MGIB eligible: Yes/No.
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1.3.2.11.5. If an individual has 6 years’ service but
less than 15 years’ service include:

1.3.2.11.5.1. Iacknowledge that I am eligible for 2
years’ BX and limited commissary privileges and a
lump sum separation pay.

1.3.2.11.5.2. Reserve Transition Assistance Pro-
gram (RTAP) Code ____.

1.3.2.11.5.3. MGIB Eligible: Yes/No.

1.3.2.11.6. If an individual has 15 years’ service but
less than 20 years’ service include:

1.3.2.11.6.1. I understand that I am eligible for
early qualification for retired pay at age 60 and must
apply for transfer to the Retired Reserve not later
than one year following the date on which I am
eligible to apply for such transfer.

1.3.2.11.6.2. Reserve Transition Assistance Pro-
gram (RTAP) Code .

1.3.2.11.6.3. MGIB eligible: Yes/No.

1.3.2.11.7. If an individual has 20 years or more
satisfactory service include:

1.3.2.11.7.1. Member authorized Special Separa-
tion Pay (SSP) in accordance with Public Law 102-
484,

1.3.2.11.7.2. Reserve Transition Assistance Pro-
gram (RTAP) Code .
1.3.2.11.7.3. MGIB Eligible: Yes/No.

1.3.2.12. Block 20. Signature to be in ink and
legible on all copies. For those not available for sig-
nature, enter "Member not available for signature”.
For those refusing to sign, enter "Member refused to
sign".

1.3.2.13. Block 22. To be signed by: COs in grade
E-7 or above, or civilians in GS-7 or above may sign
as authorizing official. The Director of Personnel or
MPF Chief (Major or above) may authorize the
Chief, Personnel Relocation Element (SSgt or GS-5
or above), in writing, to serve in this capacity.
1.3.2.14, Block 23. Indicate the separation directive,
specific paragraph, subparagraph (if appropriate)
and reason, and Separation Program Designator
(SPD). Example: AFI 36-3209, Paragraph 3.13.1,
Expiration of Enlistment, applicable SPD code.
1.3.2.15. Block 25. Enter "Eligible” or "Ineligible"
for enlisted; "NA" for officers. The losing com-
mander makes the recommendation for subsequent
reenlistment.

1.3.2.16. Block 27. The servicing MPF repre-
sentative should ask the member at the separation
interview if copy 2 of NGB Form 22 is desired.
Member must initial appropriate space to indicate
request for copy 2 and place an "X" in the "Request”
block. If member declines receipt of copy 2, it is
destroyed. If member is unavailable, enter "Not
Present” in "Initials” space and destroy copy 2 and
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mail original copy to member at the address shown
in block 19.
1.4. Purpose of NGB Form 22A (Attachment 2).

This form will be used to correct erroneous entries or
omission of pertinent facts on NGB Form 22 for
individuals discharged from the National Guard.

Chapter 2

Discharge Certificates for Separation/Discharge

2.1. General Instructions. Discharge certificates
will be prepared for all separations and discharges
from the ANG. These forms are governed by the
Privacy Act of 1974,

2.2, Types of Discharge Certificates:

2.2.1. NGB Form 438, (attachment 3), Honorable
Discharge Certificate: This certificate is used when a
member is separated from the ANG and as a Reserve
of the Air Force.

OFFICIAL

DEBORAH GILMORE
Chief
Administrative Services

2.2.2. NGB Form 438a, (attachment 4), Honorable
Discharge Certificate: This certificate is used when a
member is only separated from the ANG.

22.3. NGB Form 439, (attachment 5), General
Discharge Certificate: This certificate is used when a
member is separated from the ANG and as a Reserve
of the Air Force.

2.24. NGB Form 439a, (attachment 6), General
Discharge Certificate: This certificate is used when a
member is separated only from the ANG.

DONALD W, SHEPPERD
Major General, USAF
Director, Air National Guard

6 Attachments:

1. NGB Form 22, Report of Separation and Record
of Service

2. NGB Form 22A, Correction to NGB Form 22

3. NGB Form 438, Honorable Discharge Certificate
4. NGB Form 438A, Honorable Discharge Certificate
5. NGB Form 439, General Discharge Certificate
6. NGB Form 439A, General Discharge Certificate
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